STATINTL

STATINTL

//ﬁD—2

D-3.2

/ AD-3.1

Adme Support: Agreements

Approved For Release 2009/05/13 : CIA-RDP74-00390R000300070006-2

/ AD-3

ISTRATIVE SUPPORT

/AD-Z.B

AD=2,2

/ AD-2.1

Adm, Issuances: Memoranda
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Adm, Audit & Review:
Sveeirl Projects
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Adm, Audit & Review:
Country Reviews
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Adm, Audit & Review:

Adm, Audits: Tmprest Funds
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it & Review:
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Aiu. sudits: Contracts
Adm, Andit & Review:

Adm, Functional Audits

// AD-1  ADMINISTRATIVE AUDIT & REVIEW \
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MINISTRATIVE AUDIT & REVIEW /
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INISTRATION

ADMINISTRATION

\
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This example shows how the subjects from the category of £D — ADMINISTRATION would appear in a file drawer,

The iliustration show:

1 Primary (Main Subj e\.t) Guide with tab at left, Captions on zll Guides and th

ir corresponding Folders

3 Secondary Guides ‘w'ltn tabs in center position. ere typed in CAPITAL LETTERS,
14 Folders representing the first thirteen 231 other Folder Labels &re typed in upper and lower case.
subjects in the File Classification Lebels should be typed uniformly., Purpose is to have capiions

in & straight line (as in a telephone directory) for

cuick comprehension and finding,
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Orgasn. .
Symbol | Organization Title(Office, Division, Branch)

Person in Charge Tel B

Description of subjecis covereds i itd
Disposition plang

: Ihls Irecora Of F 7 ST 1l IOL S is for use R f r st be &
i T The -.ecords Of lce: a.qy
mé,l—b::| momed of
S II A II ’—Lm—&iez rl" f or record-ke 2P [ Cﬂﬁl'lges, by Suhm.'LSSlon o

& new or ised
FILE STATION SHERT. revieed

i e i P —
PC — Test Form Vo, 1 FILE STATION SHEET Page 1 of 2
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FILE STATION RECORD OF ACTIONS TAKEN

pction Records Series Cuent. | Date Authority Ref No.7

Disposal

Retirement

Requests
_ for
Records

'PC — Test Form No. 1 (psge 2) * Requisition No., Accession No., stc.
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Inventory
ML

She

o e

Colimmn 13

Column. 23

Colunn 33
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HOSHIRN RO SUSTALLATION OF WHE W FILEG SYSTIM
4 Office:
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Lists the numbers of the inventory sheets which were prepared during
development of the new f£iling system., (Copies of inventory sheets.

furnisted separately for ready reference).

Containg the Tirst few words (from inventory sheet) for ease of identi-
fication of the file seriecs iuventoried.

Contains the subject code(s) of the now system relirement/disposition
schedules, which will be applied fo the pld records for purposes of
retirement or disposition, In some ins tunceu, containg speeial note

or imgtructions explained in Box below:

e 3 et e P & - ” DI .y

EXPLANAT TO F NOTES
NoTE . EXPLANATION - - e
A = Working files snd papers, extra coples and similar

material., Dispose after 1 year or when no longer
needed for actlive office use.

B - Consists of o variety of subject materisi (both reccord
and, nonerecord usually filed together). Sorling of
papers to the new files systom is impractical and would
consune too much time,  Follow these stepss

1. Remove all folders with kﬁcun of ficial records,

policy or procedural matter contained therein. Retire
after 1 yeor or when no longoer necded for ective office
use, as perpanent material not authoviged for disposal,

- 2e Scan remaining folders for any official records,
poliecy or procedvral matter. Where such material is
found, retire folder in same manner as (L) above,

3. Retire remaining records after 1 yesr for disposal
3 years after retivement,

BR - Non-Record, (Files used for temporary storage, extra copy
stocks, ete.). Do not contein permanently Tiled material.,
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